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Select radio button to: 

Create – Create a new request 

Create by Reference – Use an 

existing request to create a new 

one 

Change – Update an existing 

request 

Modify Existing Request – 

Change a request before approval 

Delete Existing Request – Delete 

a request before approval 

Display Existing Request – View 

a request before approval 

Once agency is selected, click green check or enter button. 

Select to 
move to 
next screen 

FMMI 
Number 
required 

Request 
Number 
required 

Select Agency 
from drop down 
list 

Vendor 
Requests 

Customer 
Requests 
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Vendor information box expanded to show details of the 

account group to the right. 

Tab must be selected to expand additional account groups. 

Prepopulated 
with FMMI 
Requestor’s 
info 

Optional to fill with 
additional requestor, e.g. 
supervisor/co-worker 

Required 
fields  

Required for 
ZNFV, ZTPA 
only, usually 
Z001 

Non-CCR 
vendors 
must check 
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Drop downs appear from selection boxes above. 

Pseudo should 
mirror GovTrip Required for ZNFV-

Z001, Z003, Z007 
ZSAL 
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Waiver code is 
added based 
on Acct Group 

Click Save & 
Submit 
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Once saved, an automatically generated e-mail will be issued to the requestor and any additional 

requestors added notifying that the request has been submitted.  

When completed by the Master Data Management Branch, Vendor Customer Maintenance 

Section (VCM), an automatically generated e-mail will be issued to the requestor and any 

additional requestors added notifying that the request has been approved. 

Please direct any questions to VCM at 1-(800)-421-0323 option #3. 




